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ABSTRACT ♦ 

This twentieth in a series of twenty-nine learning 
•odoles on instructional execution is designed to^giv>e secondary and 
postsecbndary Vocational teachers help in locating and evaluating 
coBBunity' resources, determining vhen and hov to use a sutject latter 
expert in- the vocational program, and conducting a presentation 
session in which a subject matter expert is involved. Introductory 
sections relate the competencies dealt witK hece to others in t^ 
^ograi and list both the enabling objectives for the three leawing 
elfperiences and.the resources required. Materials in the learning 
experiences include required reading, a self^chcck quiz irith nodel 
answers, perfowtance check lists, and the teacher performance 
assessment fori for use in ^valuation of the terminal objective. (The 
modules on instructional execution are part of a larger series of 100 
performance- based teacher education (PBIE) self-contained learning 
packages for use in preservice or inservicd training vcf teachers in 
all occupational areas. Each of the iield-tested modules focuses on 
the development of one or aore specific prof essional^coapetencies 
identified thr6ugh research as impor^toct to vocational teachers, 
nateriais are designed ^or Use by teachers, either on an individual 
or group basis, working under the direction of one or mere resource 
persons/fnstructiDts.) (BM) \ * ' 
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FOREWORD 



Thit modute is one of a series of 100 performanCe-based 
teacher education (PBTE) learning packages focusing upon 
specific professional competes les of vocational teachers The 
competencies upon which these modules are based ,were iden- 
tified and verified through research as being important to suc- 
cessful vocational teaching at bo|h the secondary artQ post- 
secondary levels of instruction The modules are suitable for 
the prepairation of teachers in all occupational areas 

Each module provides learning experiences that integrate 
theory and applicatiorv, each culminates with criterion refer- 
enced assessment of the teacher s perfbrmance of the spec- 
ified competency The material^ are desngned for use by indi- 
viduaf or^>oups of teachers in training working under the 
direction ancf with the distance of teacher educators acting as 
resource persons Resource persons should be skilled in the 
teacher competency being developed and should be thor- 
oughly oriented io PBTE concepts and procedures in using' 
these materials 

The design of the materials provides considerable flexjbikty for 
planning and conductir\g performance-based preservice anb 
inservice teacher preparation programs to me^t a wide variety 
of ind ividual needs and mterests The material^ are intended for 
use by universities and colleges, state departments of educa- 
tion, post-secondary institutions, local education agencies, and 
others responsible for tf}e J^fessionafdevelopment of voca- 
^onal teachers Further infoiykiliQn about the use of the mod- 
'ules in teacher education prooflJfis is contained in three re- 
lated (Mcu ments Student Guide to Using Performance-Based 
Teacher Education Materials, Resource Person Guide to 
Using Performance-Based Teacher Education IMaterials and 
Guide to iir.plememation of Performance-Bated Teacher 
Education. 

Thei;WTE turnculum packaoes are projJucts of a sustained 
reswch and development effort, by The Center's Program for 
Professional Development for Vocational Education Many in- 
dividuaiis, institutions, and agencies participated with The Cen- 
ter and have made contributions to the systematic develop- 
ment, testing, revision, and refinement of these very significant 
Naming materials Over 40 teacher educators provided input in 
(development of initial versions of the mtxlules. over 2.000 
teachers and 300 resource persons in 20 universities, colleges, 
bnd post-Secondary institutions used the materials and pro- 
vided feedback to The Center ^or revision and refinement 

Special recognition for major individual roles irrthe direction, 
development, coordination of testing, revision, and refinement 
of these materials is extended to the following progranf staff 
James 8 Hamiltor^ Program Director. Robert E Nort^g^ As- 



sociate Program Director, Qten E Fardig, Specialist, Lois Har- 
rington, Program Assistant, and Karen Quinn. Program Assis- 
tant, R^ognition is a}sS extended to Kristy Ross, Technical 
Assistant, Joan Jones, Technical Assistant, and Jean Wisen- 
baugh, Aryst for their> contributions to the final refinement of 
the materials Contributions made by former program staff to- 
ward developmental versions of these materials are also ac- 
knowledged, Calvin J CotreJI directed the vocational teacher ^ 
ccynpetency research studies upon which these modutes^are f 
based and also dirked' the curriculum devekDponent^^^iV 
•from 1971-1972 Cuftis R Finch provided leadership formP 
program from 191^2-1974 *\ 

Appreciation is also extended" to all those outside The Center] 
(consultants, field site coordinators, teacher educators.l 
teachers, and others) who contributed so gener^sly in various 
phlases of-the total effort Early versions of the materials were 
' developed ty The Center ih cooperation with the^vocational 
teacher education faculties at Oregon State University and at 
the University of Missouri-Colurhbia Preliminary testing Of the 
materials was conducted at OregoryfState University, Temple 
University, and University of Missoi/i-Columbia 

Following preliminary testing, major revision of all materials 
was performed by Center Stan with the assistance of numerous' 
consultants 3f^d visiting scholars from throughout the country 

'Advanced testing of the materials was carried out with assi^- 
tance of the vocational teacher educators and students of Cen- 
tral Washington State College, Colorado State University, Ferris 
State College, Michjgan, Florida State University , Holland Coh 
lege. P E I , Canada; Oklahoma State University, Rutgers Uni- 
versity, State University College at Buffalo. Temple University. 
University of ArizonaHJniversity of Michigan-FlinJ , University of 
* Minnesota-Twin Cities, University Qf Nebraska-Lincoln, Univer- 
sity of Northern Colorado, University of Pittsburgh, University 
of Tennessee, University of Vermont, and Utah State University 

The Center is grateful to the National Institute of Education fqr 
sponsorship of this PBTE curriculum-development effort from 
1972 through its completion Appreciation is extended to the 
Bureau of Occupational and Adtjit Education of the U S Office 
of Education for their sponsorship of training and advanced 
testing of the materials at 10 sites under provisions of EPDA 
Part F, Section 553 Recognition of funding support of the 
advanced^testing effort is also.extende^ to F^erris State College, 
Holland College, temple University, and the University of 
Michigan-Flint 

\ Robert E Taylor 

Director - 

The Ceriter for Vocational Education 



THE CC^rTCR POR V0CAT10MAL EDUCATION 



The Center for Vocational Education s mission is to 
increase the ability of diverse agencies institutions, and 
organi2atior\« to solve educational problems relating to 
individual career planning and preparation The Center 
fulfills Its mission by 

• Generating knowledge through research 

• Developing educational programs and products 

• Evaluating indiv«duat program needs and outcomes 

• Installing educational programs.and products 

• Operating information systems ar>d services 

P • Conducting leadership development and training 
profjums 



AA 
VIM 



AMERICAN ASSOCIATIOrl ^ 
FOR VOCATiONAL 
INSTRUCTiONAL MATERIALS 

. Engineering Center 
University of Georgia 
Athens, Georgia 30602 

The American Afsociation for Vocational Instructional 
Materials (AAVIM) Is an interstate organization of univer- 
sities, colleges ar>d divisions of vocational edtication de- 
voted to the improvement of teaching througlylJfetterjn- 
formation and teaching aids ^ 



INTRODUCTION 



There are times in the professiorval life of every 
vocational teacher when some special help from 
an expert would t)e very beneficial to classroom 
instruction. Even the most conscientious teachers 
.can't always,toep up-wi^h the rapidly expandrng 
technology^in their occupational fields. Everi^the 
most experienced teachers are. unlikely to have 
equal Ibcpertise in every area of the occupation 
Even th^nj6st active classroon» teachers can lose 
touch "With changing conditions in the real y/orld 



of work. 



In many cas^s, inviting an outside subject matter 
expert into the classroom can give the vocations^l 
teacher, and of course the class, ^ist the assis- 
tance they need. From such experts, you and the 
class can find out about new technology, gam 
skills in specialized occupational operations, and 
leprn what is going on tn the job market In addi- 
tion, subject' matter experts who come into th^ 
school laboratory or classroom may bring with' 
them fresh viewpoints and a vanation in style and 
approach that can be stimulating to teacher and 
class alike. 

"Subject matter- experts" can include any of a 
number of willing people, from the community who 
have valuable^xperience, specialized knowledge, 
or particular points of view that the class needs to 
be exposed to 

A personnel manager, for example, can tell the 
office practice class what he/she looks for in a new 
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job applicant. A union leader can explain present 
and future C0ndiJtions in thfe aircraft inidustry A 
knowledgeable and well-traveled professional 
person can describe the kinds of service he or she 
expects from hotel and restaurant personnel' 
Technical information may come from a tool and 
die maker w^lO can demonstrate techniques for 
machining unus^ial metals. A master craftsman 
may be able to pass albng the art of applying a 
varn[sh finish This kind of experience carf give 
. students information and insights they could r>ot 
.^"^--Wienwise obtain. 



This module is d^^^ned to prepare you to tap 
the resources avail^ofe from subject matter ex- 
perts. You will gain skill in (,1 ) locating and evaluat- 
' ing the vast amount of expertise available in every ^ 
community, (2) determining when and how to use 
a subject matter expert in the vocational program, 
and (3) conducting ,a presentation session in 
which a subject matter Expert is involved. ^ 





ABOUT TRfS MODULE 



Objectives^ 

TMirif^ Ob^tc tiw : In annual school situatibn. use a' 
sti^^ect mattar expert to present inf9rmatlon. Your per- 
forrmi^ wiy be asaessed by your resource person, 
iuring theTeacher Pwtormance Assessment Form, pp. 
35-^ {LMming Exfiertence ill). 

EnabJlnjj Ot>jectlvea: 

1 After completing the required reading, demonstrate 
knowledge of the rationale and procedures for using 
a*subject msltler expert {Learning Experience I) 

2 ■ In a simulated classroom* or laboratory situation, use „ 

a subject matter expert to present information 
{Learning Experience II) 

Prerequisites 

To complete this r^)odule. you must'have competency m 
developing a lesson plan If you do fiot already have this 
competency, meet with your resource person to deter- 
mme what method you will use to gam this skill One 
option IS to complete the information and practice ac- 
tivities in the following module 
• Develop Lesson Plan, Module B-4 

Resources 

A l*st of the outside resources which supplement those 
contained within the module follows Check with your 
resource person (1 ) to det^;mrne the,availabiUty and th^ 
location 0^ these resources. (2) to locate additional ref- 
erences in your occupational specialty, and (3) to get 
assistance in setting up activities with peers or observa- 
tions of skilled teactiers, if necessary Your resource 
person may also be contacted if you have any difficulty 
with directions, or in assessing your progress at any 
time 



Learning Experience i • 

Optional' * 
The videotape. "Utilize a Subject Matter Expert." 
The-Center for Vocational Education, The Ohio> 
State UniversUy, Columbus. Ohio 
A locally-produced videotape of a teacher usmg a 
subject matter ekpert to present information which 
you can view for the purpose of crtt^quing that 
teacher's performance 

Videotape equipment for viewing a videotaped 
demonstration ^ . 

A local telephone company business office to visit 
' for information about portable cqnference tele- 
phones , 

Learning Experience ii ^ 

Refl|uire^ 

A subject matter expert to make a presentation in a 
simulated situation , . ^ 

1-5peersM r^) I e-pl ay students to'whom the lesson 
involving the subject matter expert is being pre- 
sented, and to critique your performance in manag- 
ing thts activity. If peers are unavailable, you may 
present your lesson to your resource persom 
Optional 

A resource person to evaluate your competency in 
developing a lesson plan 

A subject-matter expert to make a presentation to 
' one of your university classes usmg the telephone 
conference t^finique , 
A portable conference telephone with which the 
expert can make the presentation 

Learning Experience lit 

Requrred • 

' An actual school situation in which you can use a 
subject matter expert to present information 
A resource person to assess your competency in, 
using a subject matter expert to present informa- 
tion . , 
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This module covers performance element numbers 118. 13O0'QrT» Calyn 
J CotreM et al 'Mod^t Curricula for Vocahonal and Technical Educatton/ 
peport No ^{Columbus 6h The Center for Vocational Education, iKe 
Ohio State University. 1972) The 384 elements tn this document fornrythe", 
research base for all The Qenters PBTE module development 

For information about the general organization of each module, general 
procedures for their use and terminology wh»ch »s common to all 100 
modules, see About Using The Ceaters PBTE Modules on the mside 
back cover 



Learning Experience I 



OVERVIEW 




-.1- 



Activity' 




After completing the reciuired reading, demonstrate knowledge of. the 
rationale procedures for usihg a subject matter expert. 



You will be reading the information sheet, Using 9 Subject Matter Exp|rt, 
pp. 6-14. V - . . 1' 



V M' ^^present information, and to critique that teacher's performance. 



Optiojrial 



You may wish toview the videotape. "Utilize a Subject Matter Expert," or a 
locally-produced videotape of a teacher using a subject matter Expert to 



^diional ^ 
Aetivity M 




You may wish to visit youf locaLtelephone company business bffipe to get 
information about conferencei^elephone equipment. * 



You wilt be demonstt'^ting knowledge of the ratidnale and prodMures for 
using a subject matter expert by cpmpletir^^ Self<;heck, pp. 15-16, 



Ymj will be evaluating y6ur competejncy by compartng your completed. 
SeM-Check with the ModePAnsw^rs. p. 17. 
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Activity 



For information regarding thepurposes of using a subject matter expert in^ 
t|ie glassroom, arid the methods of preparing for an expert's presentatTDn, 
rlead the following information sneet. 



USING A SUBJECT MATTER EXPERT 



The overall responsibility for providing the envi- 
ronment in which students ca| learn is, of course, 
ultimately that of the vocational teacher However, 
the teacner does not have sole respons>t)irity 
Hfe/she can draw on a great many aids and sources 
of assistance These include physical materials 
such as books, reference ma^enal, visual aids, and 
a great many otherlhings. Asia vocational teaotier, . 
you can also 'get the help ot people— education 
specialists, guidance personnel, the advisory 
committee, school admmistr^itors, and others An 
additior<al important source Of assistance, which 
IS generally readily available, t$the "subject mattej* 
expert." 

The subject matter expert (also commonly --efer- 
red to as a resource person) is a person rrom the 
community or the occbpational field who has 
some special'kpovvledge, expertise, or point of 
view which can be helpful to the vocational stu- 
dent. The 
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fundamental 
purpose of 
using a sub- 
ject matter 
expert in the 
classroom is 
to aid stu- 
dentjearn- 
ing by pro- 
viding an ex- 
perience or 
information 
that IS not 
available as 
effectively in 
any other way There are a number of ways in 
which a subject matter expert may fill a need or 
correct an instructional deficiency in the voca- 
tional program * 

The subject matterexpert may supply up-to-date 
information to the class and to the teacher When a 
teacher is putting ^11 his/her efforts into develop- 
ing and rurtriing a vocational program, it is pos- 
sible to get somewhat behind in the riding and 
experience needed for the teacher to keep totally 
up \o date 



In addition, no one teacher is an expert in al 
possible aspects of the occupation. All of us have 
things we do better than others. The subject mat- 
ter expert can be usted to supplement the teacher 
in those area^tn which.the teacher has less experr- 
tise Th4 subject matter expert can supply current 
information on recent technical processes, new 
materials, the latest tools and equipment being 
used, or changes in occupational demands and 
practices 

. The subject matter expert can relate the work of 
(he vocational classroom to the real worJd of the 
occupation Teachers and students alike may be 
involved in school activities that seem to be occa- 
sionally unrealistic or isolated from trade condi- 
tions Sti/dents respond positively to' information 
given them by someone who faces real problems 
every day and who they feel knows the score They 
can gain some satisfaction in finding that their 
work is. leading them to their desired goals 

A presentation by an outside expert provides a 

break from the normal classroom routine A fresh 

approach or an unfamiliar personality can provide 

^ the vanety that is a basic factor in learning and can 

increase student interest 
• 

A secondary, but still valuabje, outcome is that 
the participation of a subject matter expert frorti 
the community can help to -maintain and improve 
school*corjmiunity relations School p^rograms 
need to be closely related to community concerns. 
Brfnging ^ subject matter ^^expert into the school 
can keep communications open and relations 
good. 

Underlying all the above advantages is the 
benefit of increased student motivation The stu- 
dent may be motivated to copy th^ model of excel- 
lence presented by the subject matter expert' 
Motivation may also be provided through the cur- 
rent and realistic information about the occupa- 
tion presented by the subject matter expert— in- 
formation to whioh the student can personally re- 
late ' ^ ^ 

Using subject matter experts in the classroom 
rather tflan having students go out into the com-- 



{ 



munity is also an advantage-when the transporta- 
tion costs and travel time ifivolved in a field tripv 
I make the trip Impractical. When subject matter 
experts can provide the needed learning experi- 

Kinci3 of^8ubject Matter Experts 



ences by coming to the vocational classroom, this 
inethod iDf^ using -ccwwmnUyj -resources is an 
efficient instructional technique. 



The term "subject matter expert" may be some- 
what misleading. An "expert" is not necessarily a 
professional lecturer or a high ievtl executive. 
Well-informed and skilled people may be found in 
all kinds of places doing all kinds of things. Any 
community member may well be a subject matter 
exptert concerning a subject he or she knows well. 

The mechanic who has owned and run the ser- 
vice station on the corner for the last ten years, the ' 
teacher who works at the child care center, and the 
teller at the local bank, may be subject matter ex- 
perts who can teir your students something they 
need to 
know. The 
signr painter 
who has a 
*shop nearby, 
the aircraft 
mechanic, 
"the dress de- 
signerforthe 
town's cloth- 
ing manufac- 
turer, may be 
able to stiow 
your stu- 
dents tech- 
niques of 
their trade 
otherwise. 




that the students might never ^ee 



There may be occasions when the uffe oflWo or 
more subject matter ex^perts tQgether could be 
most effective For example, in a lesson on career 
opportunities, several experts could present the 
Situation frojn their varying points of vie\V In this 
way. the class would get a more balanced picture 
than if only one expert were present 

In general, the following kinds of people may. 
servfe as subject matter experts for vocational pro- 
. grams. 

• Skilled craftsmen or expenenced workers 

• Personnel managers 

• Labor experts 

• Management personnel" 

• Researchers* 

• Technicians 

• Government off iqials working in capacities re- 
lated to the occupation ' 
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• Manufacturer's representatives 

• Customers, or.members^ of the public served 
by the occupation 

Any member of the working world, from any posi- 
tion in the opcupation, from the local community 
or from far away, is a potential candidate to be a 
subject matter expert. The following brief ex- 
amples are presented to stimulate your thinking on 
how subject matter experts might be used in your 
own occupational specialty. 

Personnel Manager— Your students will, be 
looking forajobeitherdunng oraftertheirtraming 
in your class. Therefore, it would be very helpful to 
bring in a person whose job it is to }r^e people in 
your field Personnel managers can tell your stu- 
dents about the traits and qualities they look for 
when hiring. 

J Quite often a person working m a particular po- 
sition cannot tell you exactly why he or she.w^s 
hired, but personnel managers can They can tell 
your students which skills are most important, 
what kind of experience is most valuable, and what 
personal qualities are helpful in getting and keep- 
ing a^ob Personnel managers may also be able to 
co&ch your students on how to apply for a posi- 
tion, how to dress for, and behave in, a job inter- 
view, and what credentials should be presented 

Labor Market Expert.— In this period of rapidly 
changing technology arid unstably employment 
conditions, your students need up-to-date and au- 
thoritative information about -the labor market in 
their field. A labor expert can tell your students 
wherfe the job opportunKies are, and what the out- . 
look is for the future. In the graphic arts industry, 
for exampl€r,*if 1her? are few jobs for lock-up-men, 
but strippers are in short supply, graphics students 
should know about it. Students may bp encourv 
aged by being sure they are learning a marketable 
skill, and may find motivation in knowing the latest 
information about general pay scales 

Skilled Worker.— Vocational teachers \f) any 
area may find that there are some aspects of the 
occupation in which they are not as expert as thay 
would like to be In this case, the highly skilled 
worker with some special expertise can be of great 
value, fn cosmetology, for instance, a new hair 
styling technique may Kaveft)een recenily de- 
veloped A skilled stylist coi1d give the class the 
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latest informatidn o> even demonstrate' tne new 
^technique. An unusual procedurje tor rrtachinmg 
magnesium can explained to students by^ a 
skilled machinist, ^ 

If it can be arranged, it isSften best for the skilled 
worker to make a presentation through a demcjn- 
stration rather than a talk. Not only will this.often 
tend to make the subject matter expert feel more 
comfortable, but the class usually gets more value 
out of this type of presentation. 




Customer.— Everybody, of cours^ is a cus- 
tomer, but sorhe customers, becausf of their ex- 
perience and insight, may have a real contribution 
jo make to vocational studerits. The auto mechan- 
ics student, for example, may find.out that there.is 
a lot more to satisfying the customer than being 
able to bleed brakes or adjust the carburetor 

A really knowledgeable automobile enthusiast- 
may be able to tell the class (1) what kind of help 
he/she exoects from'the service advisor, (2) how 
he or she^ould likel^is/her complaints to be han- 
dled, and (3) in what condition he or she expects 
the car to be returned By listening to customers 
^early in their tr^Jfeg, students can save them- 
selves much difficulty on the job and learn to 
''f reate successful relation^ips with the public 
they serve ' , ^ 

As you plan your unitsyand lessons/ you may 
identify numerous other ways to utilize a subject 
matter expert. You may decide to bring in a subject 
matter expert 'to critique the work of a student who 
IS particularly s1<illed in a given technique. You 
might call in an expert to tell the class how the 
quality of their work compares with industry stan- 
dafdsi^You may ask a master craftsman to demon- 
strate an unusual craft, such as handcarving of 
decorative woodwork, that^ is now almost entirely a. 
macjiine process. The possibilities for makirjg use 
pf the many people available as subject matter 
experts are almost limitless 



A subject matter expert can show your students the 
latest tecKniques being used In the occupation. 



Determining When to Use a Subject Matter Expert 



While there are many possible bene^ts, the de- 
cision to use a subject matter expert in the class- 
room should be based primly on whether such a 
presentation would help to achieve the desired 
educational objective. If you come to the conclu- 
sion that a unique learning experience is required, 
or that a student need exists that you cannot fill, 
the next step is to determine what kind of enrich- 
ing experience^would be best 

The options might include using a subject mat-^ 
ter expert, taking a field trip, sending students out 
into the community, showing a film, or some other 
activity. A field trip migKt be the best possible ex- 
perience, but sometimes field trips prove to be 
impractical or impossible because of the excessive 
time and cost involved, unavailability of transpor- 
tation, or inaccessibility of field trip sites, A subject 
matter expert provides a good alternative means of 
bringing the world bf work into contact ^ith the 
classroom. 



In considering the use of a subject matter expert, 
you should carefully estimate the contribution the 
expert could make toward achieving the objective, 
arid whether the advajjjj^ges of the choice out- 
weigh any possible disadvantages. Some possible 
disadvantages might that (1) excessive extra 
planning and preparation would 'be involved, ^2) 
there would be an expense involved in hirin^the 
subject matter expert, or (3) the effect that the 
expert's presentation would have on the ctess is 
unknown in advance 

Before deciding to use a subject flatter exjjert in^ 
the classroom, you should be sure that the follow- 
ing conditions exist' 

• There is a direct relationship between the 
educational objectives and the expert's pre- 
sentation. 

• The expert can provide a necessary learning 
experience not otherwise available 
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Inrschool or cofnmunity "Subject matter ex- 
perts are availabie. 

"Alternative learnir!^ experiences will not fulTill 
the requirements of the objectives as well. 
The subject matter expert is capable of mak- 
ing a valuable presentation to the students. 



Students are capable of learning from tfie ex- 
pert's presentation. 

^ • Sufficient time is available to select the expert 
and plan for the learning experier^ce, 
• You hav» administrative approval for inviting 
a subject matter expert into your classroom. 



Selectidgthie Subject Matter Expert 




The ideal subject matter expert has great exper- 
tisCv poise, and ability to make effective and 
motivating presentations, and is a desirable model 
~ tor^tudents to pattern their bi*havior after You 
should search for experts that possess enough N 
these qualities to make the presentation valuable 
and effective. The expert should — 

• possei^gjhe special expertise your students 
need to help tfiem reach the educational ob- 
jectives 

• have a-positive attitude toward.students, vo- . 
cational education, aTtd his/herown occupa- 
tion 

• be able to organize his/her thoughts in such a 
way that students can comprehend theinfop- 
mation presented 

• possess sgfficient poise an<;l commarid of the 
language to speak easily and 
group 

present a general model of excellence worthy 
' of imitation by students ^ 

•^be available when the students are ready for 
'the presentation 

• la selecting a subject matter expert, your goal 
should be to choose the person most qualified to 
'provide the needed learning experience for the 
^ students Students may be involved in the process 
*©f deciding what kind of person is needed and in 
getting leads on where to locate the person. 

There 'are a number of formal and informal 
methods a teach^JrVnay use to locate the required 
expert, ranging from simply asking around to con- 



clearly to^a 



suiting refer- 
ence publi- 
cations. In 
some school 
systems 
there^ a 
comprehensive 
directory of 
community ^ 
resources. 
Where sUch 
a directory is 
available, it is 
the best 
single ^ 
source of in- 
formation 

and should be checked first. In other systems, a 
staff member may have the responsibility of con- 
tacting community groups and individuals who 
might like Xdbe involved with the ^school This 

•person may hs^ve a file of potential guest speakers 

' yoiycan check. 

If you h'ave no such sources from which to iden- 
tify experts, there are othe^- ways of locating in- 
terested persons Review Chamber of Commerce 
publications, fcheck the Yellow Pages for busi- 
nesses in your occupational area, or contact civic 
groups, professional organizations, educational 
organizations, and labor unions. On a m.ore per- 
sonal basis, you can ask your acquaintances, col- 
leagues, ^nd students to help you locate a subject 
matter expert. People already m the field may be 
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able to direct you to^an expert they know on tran- 
^istorizecj. igniflorv, computerized^yinventory corv- 
trol, or. cake decorating. 

I Your program advisbry committee is also a'good' 
source of information which you should not ig- 
nore. In addition, in the course of ypur day-to-day 
activities, you may encounter a subje<it^atter ex- 
^rt or a^lQad to finding one. Always be on the 
lookout for persons who can enrich your.class- 
room activities and keep a file of their names for 
future reference. 

After a suitable person is located, an initial con«^ 
tact will need to be made. At that time, you should 
explain to the expert in general terms wLhatkind of 
assistance the class needs. You should also men- 
tion a suitable date fpr the presentation. The expert 
prx)bably will have some questions and may .have 
some concerns. You should respond to these un- 
certainties in a brief and straightforward manner * . 

Planning with the sAject Matter Expert 



Most people^are justly prourf of their knowledge 
or skOiand^wUlbe pleased to accept younnvitation . 
to assist if it can possibly be arranged. Members of . 
some professional and civic associations are 
awarded credits by their groups^or this kind of 
service This gjves them additional motivation to 
help'. 

Care should be taken to avoid too extensive use , 
of any one person f)n the other hand, a qualitied' 
person who has agreed.to help and is not used may 
lose interest. It is only reasonable for you to expect 
some refusals, however. Some people wilknot be , 
able to spare the. time Others may riot feel 
confident m their aljflity to make a presentation to 
a^group of students. Some will frankly feel \ha\ it is 
not worth their while to participate 



After the initial agreement is reached, the pro- 
spective visitor rteeds"if be given enough informa- 
tfon about your class and your program to have an 
adequate frame of reference from which to plan an 
appropriate presentation. It is Ijelpful to supply 
background information about the goals of tH^ 
program, the pre*sent activities of the class, and the 
kinds of students enrolled. Most important,- how- 
everfyou need to be sure the expert h'&s a clear 
pipture of the purpose of the presentation and the 
educational objectives it is designed to achieve ' 

Ultimately, a written explanation of the purpose 
and objectives of the presentation sh(auld be given 
,to the expert to avoid any mi^uncferstandings. 
Once you and your students hawe cooperatively 

/ 
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developed a lisj of questions that the presentation 
should answer, this list should also be given-to the 
expert in advance. Be sure to use plain English and 
not educational jargon. ' ^ 

You may want to make suggestions as to the 
teaching procedu^s the expert might use in the 
presentation. In the case of an expert who is very 
inexperienced in making presentations, you may 
■ need to suggest appropriate techniques or help by 
providing visual aids. , 

There area number of other items that the visitor 
to the school needs to know about. Though these 
may^eem routine, tl^^^y should not be forgotten 
because tl^' are essential \o the production of a 
smooth, usetul, and'pleasant experience. The visi- * 
tor should be furnished with theit)l4owing informa- 
tion 

• the.dlite, time, and exact location of the pre- 
sentation 

p the amount of time that is allotted for the pre- 
sentation 

• agreement as to any special equipment or 
facjilties required 

• directions to the school and to the location 
within the building to which he/she should 
report, and information about parking 

Since in most instances, the subject matter ex- 
pert will be fionating'time arib effort, you should 
assume major responsibility for making arrange- 
ments*and providing facilities and equipment. The 
' expert should generally be considered as a guest 
in the classroom ^ 
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Preparing the Class for the Visit 



, ' Tb ^Sbte ,ycur studerts to gam maximum 
^ be/)l8fit.frohxtf)e:«6xpert's presentation, you must * 
give them adequate preparation for the visit. The 
8tuclents.thefn^tves ca^n participate' in'ttie plafi- 

• .'dtft^g fVQ!ce;id.Mhe cla*ss should be given some 
. bafck'^ownd information about the ewpert, em- 

phasizlng'(1 ) his/her particular qualifications, and 
g(2) why he/she was selected to make the presenta- 

* tion at thi$ time: The groOp should clearly under- 
^tand what educational o^jecti^ t)ie, expert is ex- 
pectedto help th^ achfeve. ' • ' 

Allow sortie q.lass.timeTDeforehand for)studenU 

to ask any ^ 
questions* 
they may 
have about 
the preserva- 
tion Tell 
them what 
they wiH be 
^ expected to 
do in relation 
'to the pre- 
sentation- • 
(e.g., take 
note»?* pre- 
pare a report, 
answer te^t 




questions). Givethem^a frame of/eferenceto help 
them understand how the presentation*js related 
to what t^ey have already l^aVjied. 

, The following important ifems should be con- 
sid^6d when the clasS is prepcking for the expert's 
visfr. ■ " ■ ♦ 

• Develop list of questions to be aYilwered in 
'the course of the presentation and/or discus- 
sion; these can bedeveloped cooperativ^ely by 
students and teacher, and a copy should k^e 
given»to the expert to aid him/her irt planning 
the presentation 

• Schedule related class activities (e.g , prepa- 
ration, assignnients, etc.) to take place before 
the expert's visit 

• Provide students with any necessary- back- 
ground material's on the topic tb be covered. 

• Mak^ sure that students understand what 
constitutes appropriate s^dent behavior 
whHe the guest is present 

• Appoint a stiKjent to meet the guest and es- 
' cort him/her to the class location 

• Prepare students to operate the ^audio or 
Video equipment if the,^re$entation is to be 

'"recorded for future use^.' ' 



During the^resentation 

* In order taensu\e that the visit can be a success, 
you shotJlchtry^ to create an atmosphere which is 
fre§^f tension and to ^courage each student to 
be open and receptee to the^presentation^. With 
good planning, you should have created the foun- 
dation for this atmosphere Now you will need to 
strive to maintain it. Make sure that the classroom 
has been set up as tl^ guest has requested and, if 
necfssary, check to see that any technical equip- 
ment and operators needed are ready * 

The guest should be* introduced to 'the class 
Then, the presjentatior^can be turned over to him/ 
her while you assume the agreed-upon role You 
may serve as an obserxer, moderator, interviewer, 
or in some other function necessary to the success 
Qf the presentation. You must remember that the 
ultimate responsibility for the class is yours, how- 
ever. Therefore, if there are any unforeseen 



hitches, interruptions, or student behavior prob- 
lems, you will need to take care of them. Any prob- 
lems should be handTerfas quickly, pleasantly, and 
unobtrusively as possible 

If there is to' be a class discussion period during 
or after the presfentation, it is your tas'k to keep the 
discussion focused on the topic ar^d to assist the 
visitor in hahdiing the students' questiPhs 'and 
comments ^ Encourage the class fo ask any ques- 
tions that they feel yill help thenri' If students begi§ 
to askJrrQjevant or personal questions (e g , "How 
much do you make*^"); quickly move the discus- 
sion-to a safer area. When they have finished, you 
should ask questions about any important "areas 
which halve not been Covered 0 



1 To gain skiiUin handling class discussions, you rtSay wish to r«fftr to 
Module C~2. Conduct Qroup DiBcussions, Panel Discussions, and Sym- 
posiums 
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• ' The%^oblem of w^tat to do if the' subject matter 
el)|(p6rt fails cOmpleteiy is occasionaiiy a real one' 
You will need' 

My to act deci? 

• sively irt 
order to save 
the visitor 
from acute 
'embarrassment 
• and the class 

from a waste 
y ^ of time. As , 
much value 
shotifd be 4- 
salvaged 

• from the pre- 
sentation as 
possible 




FOllow-Up 



This may require you to assume full charge of the ' 
situation. Often, simply changing quicWy from a 
fdrmahpresentation td a vpry informal question- 
and-answer session may save th,e day. In,any caae, * 
it is up-toyou to move with poise and confidence to 
prevent unnecessary embarrassment on the part 
of the visiting expert. ^ . , 



^ After the expert has left, you should reviesft^^ith 
th4 class the significant points or corrmrients rrade 
by the expert Try to relate this information to the/ 
other lessons they are stucjyihg in the progr'am. 
S^cograge them to attempt to determine how this 
material relates to, or affects their pccupatronal 
, goals. Summari^e-the rrj^ themes ' 

Thtsis also the time. to /have your class evaluate 
the presentation. Find out if they thoiaght if wa^ 
helpfuljto them, \^hat thfey thought was helpful, 
and what, if anyth^n^t they felt was Tacking Later, 
you may wish to summarize these commeots with 
your oWn evaU^ation of the e{fectivef\es^f the 
presentation This summary can then be filed td" 
aid you or other teachers in the schoobn planning 
luture uses of subjelfl .matter e)^|Dert^. 
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During the follow-up session, you ^nd your stu- 
dents tould also discuss what additionaUtypes of 
activities should occur as a result of this prre^enta- 
tion .Other ^essohs may f^e needed to supplement 
br expahd upon matenal in the presentation. 
Student^ay beMerested tn^ planning and ^|P- 
pleting individual Or group projects as d resile 
something *they w^re made aware of during the 
^presentation 

F^inally, it is very importar>t that a letter. of ap- 
preciation be sent to the expert,' thaat^ng him/her 
for the contribution made .This letter should be 
prepared by one^Dr more class members An addi- 
tional v\Aay toshow appreciation, and to shar^Mhe 
experience wjth others, is to have an article pre- 
pared for the local or school newspaper concern- 
ing the presentation 



Using Recordings and Telephone Conferences ^ 



>When cost, distance, time, or availability make it 
impossible for a particular subject matter expertig 
visit your class in person, he/she can still speak to 
your class through the use of electronics. The ex- 
pert's message can be presented via an audiotape 
recording, a videotape recording, or telephony. 
Each hqg its advantages^and limitationsfandeach 
can make a substantial contribution to the instru'c- 
tional program. 
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Addiotape Recordings 

It is relatively easy to make an audiotape.record- 
ing of the'subject matter expert's presentation.^ A 
; , ^ -•minimum 9! equipment is requjred (a good quality 
portable cassette recorder is adequate), and the 
technical procedures are fairly simple Because 
the* expert can^'be recorded in his/her own sur- 
roundings, he/she may feel more relaxed than in a 
; ' formal setting, The presentation^can take the form 
of an informat interview or a prepared speech. 

The obvious limitations ofthistechniqueare that 
there are'na visual injages and no pdssibility of 
"interaction between the students and the expert. 
Visual, aids can be used, in conjunction with the 
^ ^ recording, bqf they must be carefully coordinated 
• ^ith th^ pr'esentatipn in advance. A good quality 
sound system m ust be used to play batk the tape 1 r\ 
the classroom to ensure pleasant listening and 
accurate understanding 

r Videotape Recordings 

. Making a videotaipe recording of a subject mat- 
ter expert's presentation IS a m9re complex under- 
taking, but the p^sibilities o"f the medium are 
enormous. Almost any teacher who has access to 
^ portable videotape recoreinQ equiphient can learn 
< to t5perate it-well enough to make a simple tape of a 
tarik or interview.^ Ordinary room\lighting and a 
single microphone are- all t^at are needed* 

„ • .IHheschool hasaskiHecj media technician on its 
. staff, it is possible to tape a complex presentation 
« such as a demonstration of a skill or a technical 
. process. In such cases, the videotape has the dis- 
tinct advantage of allowing extreme close-ups of 
the expert^ at work, revealing details that a live 
demonstration cannot The tape can toe edited to 
eliminate ineffective sequences, and the com- 
pleted program can be reused for many classes 
over a period of time Of course, interaction be- 
tween the expert and the students is still not pos- 
sible. 

Portabje Conference Telephone 

ThS portable conference telephone is a small, 
^ ^ simple device that can be installed in the class- 
* * ro6m to amplify a telephone conversation so that it 



2 To^gam skill m preparihg and using audiotapes, you may wish to refer 
to Module C-26. Present Information with Audio Recordings 

3 To gain skills in preparing and using videotapes, you may wish to refer 
to Module C-27. Present Information with Televised and Videotaped 
Materials 



may be heard Ijy an entire group Italso allows any/ 
member of the audierice to speak to the person at 
the other end of the line. The portable conference 
telephone can thus be used to bring the subject 
matter expert into^the cTass "livt," and two-way 
com^munication between expert and audience is 
possible This arrangement has the ob^^ious ad- 
vantage of providing a feeling of presence and 
communication that an audiotape recording can- 
not match. 

Because it makes the expert's presentation to 
the class almost as simple as picking up the tele- 
phone, the opportunities for expert participation 
are considerably broadened. The expert can 
come tp yourclassroom instantly from any spot in 
the country without travel time orexpense. Be- 
cause It involves so little disruption of their nor- 
mal schecdiles, a wider variety of people are more 
likely to be abl6 to participate. 

You should pidn and prepar^lor the telephone 
qonference as carefully as for a personal visit by 
the expert. In addition, both you ancljthe class 
should familiarize yourselves with the port^blef 
conference telephK>ne beforehand. AH need to 
learn how ta operate the simple controls and how 
Mo use the microphci'hes effectively for the 
question-and-answer period. The microphones 
and sound controls should be monitored con- 
tinuously during the presentation by the 
teacher-moderator or student-moderator in 
charge of the unit 

If you plan to make a tape recording of the 
presentation for later use, you must first obtain 
the permission of the speaker to do so Then, 
during the recording, you will need to add a signal 
to indicate that a tape is bein'i^made 

.The equipment itself is a competct, completely 
portable unit weighing lessihan 20 pounds It has 
a phone handset and two remote microphones to 
enable the audience to speak to the expert Costs 
may vary, but at the time of this writing, a typical 
charge for the portable conference telephone is 
$80 for initial changes and $19 25 per month 
rental There is no installation charge unless 
your facility does not have the required four- 
prong telephone jacks Regular long distance 
telephone rates will apply to all calls. 
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The conference tetephone technique has a 
great deal pf potential for bringing a subject mat- 
ter expert into the vocational classroom. If you 
prepare thoroughly for the presentatidn and 
supervise the experience adequately, the tele- 



phone *presentatior# can be almost as real, as 
natural, and as beneficial as having a live visitor in 
the room. The important difference is that -the 
. conference telephone technique gives you many 
moreoptions in choosing a subject matter expert. 
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^ Optional 
^ Activity ^ 



J 

For a view of how one well-organized teacher used a subject matter expert 
to stimulate his class anct bring in current information, you rnay wish to 
view the videotape, "Udhze a Subject, Matter Expert" This vicjeotape is 
recommended viewing, especially for persons who have not had class- 
room teaching experience. Note the efficient way in which the teacher 
applies techniques fo/ selecting the expert, preparing the class for the 
presentation, and following up on the experience. 

Your institution may have available videotapes showing examples of 
teachers using subject matter experts to present information. If sy you 
may wish to view one or more of these videotapes. You might also crioose 
to critique the performance of each teacher in using subject matter ex- 
perts, using the criteria providedT m this module, or critique forms or 
checklists provided by your resource person. 



For detailed information on the conference telephone service available in 
your locality, you may wish to visit the business off^e of your local tele- 
phone company . You may be able to obtain printed materials on the 
[- Optional ^ portable conferehce telephone. You should also ^ able to examine the 
latest equipment and see how it operate^ The service representative can 
furnish you with the current installation charges and monthly rental rates 
for^our area 
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■ - Optional _ 
^ Activity 




The loJIowing items check your comprehension of the material in the 
information sheet.^Using a Subject Matter Expert,- pp, 6-14, Each of the 
five items requires a short essay-type response. Please e>(p\a\r\ fully, but 
briefly,' and make sure you respond to all parts of each item. 



SELF-CHECK 

1 . As you talk fb a prospective subject matter ^xfTert about comir^ to you r class to make a presentation, 
what points cyould you make that might^convince him/her;/ to contribute time and effort \o this 
undertaking? / 



2. There may be any number of good reasons for using a subject matter expert ih the classroom, but ^ 
^ what IS the primary and overriding reason'? Why must this be so^ 






3. If you locate a valuable subject matter expert who is completely inexperienced in working with 
students! what can you do as a teaclier to helffmake the presentation a success'? 



\ 



4 In addition to having him/her make a formal presentation or a talk to your students, how coul(^ yoq 
. use a subject matter expert in furthering the work of your class'? 



5 Why might the use of the conference telephone technique' be the best choice in having a subject 
matter expert give a presentation'? ^ . . ^ ^ , 



ERIC 



16 1' 




'b 

are yeur 



Compare yeur written responses on the Self-Cheek with the Model An- 
swers given below Your responses need not exactly duplicate the model 
responses; hoWever, you should have covered the same major points 



MODEL ANSWERS 

1. It is probably not. a good idea to make a hard 
"sales prtch," bqt a few points may help sway 
^ the un5ecided prospective exper^. You cap 
^ point out to the expert that he/she ha$ an un- 
usual or a very high level skill that students will 
gaun greatly fromj^earfig about You can irrdi- . 
cat© that no one else has quite the required 
qqalification&that he/she has 

Yovi could suggest that by helping a new gener- 4 
atiOn of students, the expert is repaying his/her 
obligation to those who helped m his/her train-^ 
ing period. You may be able to illustrate that 
' there Is a great deal of personal satisfaction in 
working with students Finally, you can make 
the expert ^ware of the fact that he/shQ may 
discover some excellent prospective evn- 
' >ployees through contact with this^lass 

2 The overridingreason to utilize a subject matter 
expert in the Classroom must be to enable stu- 
dents to achieve the^desired educational ob^ec- 

* tlves All other considerations of st^^dent inter- 
est, convemence,'or vaViety must be secondary 
to this prirjna'ry concern The edueational objec- 
tives HTHJSt be clear Therv the choice of whethef 
•to an expert or \6 plan for another instruc- 
- tional approach can be made on a sound basis 

If there are. alternatives/ then each can be 5 
weighed as to its ability to help reach the objec- 
tive. If the LTse of a subject matter expert is 
clearly required, then you can work out the 
' feasibility of tfje plan' 

3^ You. can do ^ great'deal hetpmg the expert 
• select th^ teaching method and prepare the 
actual presentation. The approach should be ' 
.'kept simple and informal and the presentation 



ft 
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uncomplicated You can prepare visual aids, 
gather and set up needed equipment, fand in 
general take a good deaUof confusing respon- 
sibility from the visitor. In conducting Jh^ pre- 
sentation, you can help by maintaining control 
and directing the class, thereby reassuring the 
visitor and allO)^ving him/her to concentrate on 
the conterft of the talk 

Each occupational subject area may have a 
number of specialized and unique v^ays of 
using a subject matter expert The expert can 
help evaluate student^projects, act es a jkJd§e, 
give advice to students who ate liaving special 
technical problems, or work with a small group 
of very advanced students. The expert could 
spend a period objectively observing students' 
work in Hie laboratory, and then giveJhem a 
supen^tsor's reaction to their procedures 

In some cases, theexpert might assume one of 
the roles he/she actually plays on his/her job. 
while students take the part of customers or 
felloW workers Other approache's might range 
from a very informal talk session around a table 
in the school cafeten^ to having the expert put ' 
on a complete demonstriition of'a skill for a few . 
observers 

If the proposed topic can be dealt with in a talk 
format, the telephone lecture or conference al- 
lows for a great deal of choice on your pgrt The 
expert may be selected from any location, artd 
the hrrre constraints are le^$_difficult. Because 
most experts find telephone conversation easy, 
even verj^usy people may not hesitate to ac- 
cept a tJIcher's invitation In many ways, it 
makes you/ job less difficult without lessening 
the value of the presentation m any way 



' LEVEL OF PERFORMANCE: Your completed Self-Check should have covered the same major points as 
the motfei.resp€)nse$ If you missed some points or have questions about any addition^ points you 
made, revfewthe matenal in the information sheet<' Using a Subject Matter Expert, pp 6-14, or check 
with your resource person if necessftry 
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Learning Expedience II 



OVERVIEW 




In a simulated ciassroorrr or laboratory situation,^ use a sul)^ matter^ 
expert to present information.. ^ 



Activitv f ^ * ' 

4 ^ou will be selecting a s|udentp^rfoiTnance^jectjve in your occupa^^^ 

sp€w<alty that lends its^f to using a subject matter expert to present 
y^^^^r'- in^rmatioh. 





You will be,selecting, modifying, or developing a lesson plan designed to 
achieve ,that objective using a subject rrlatter expert to present informa- 
tion. * * ' - . ^ • . 



You may wi$h to have youV resou)b6 persdn review the adequacy of your 
plan. \ * • i 



You will be sefecfting a subject matter expert and preparing him/ her for the 
presentation. ' ... 




You and the subject matter expect Will be presentihg the le8A>n to a group 
of peers, or to your resource person. 



Your corapetertcy in using a subject matter expert to present information 
wHI t>e evaluated by your peers, or by your resfource person, using the 
l3BSSor\ Presentation Checklfst, pp. 23-32. 



You may wish to arrange for an actual subject msmer expert to present 
-information to one of your own university qiasses using the telepttone 
conference technique. 



20 



•2i t 



Select a student performance objective in your occupational specialty 
^hich could be achieved, at least partially, by using a subject matter expert 
to present information. (In a real world situation, you start with an objective 
and then select the most appropriate materials and/or teaching methods. 
In this practice situation, however, .you need to select an objective that 
lends itself to using a subject matter expert to present information.) 

Prepare a detailed lesson plan which includes an explanation of how the 
subject matter expert will be, used to present information, and how you wilf 
prepare the expert awd the class for the presentation. The expert's presen- 
tation may be one part of the overall lesson or may constitute the entire 
lesson. Instead of developing a lefsson plan, you may select a lesson plan 
that you have developed previously, and adapf that plan *so that it includes 
the use of a subject matter expert to present information. 



You may wish to have your resource person review the adequacy of the 
plan. He/she could use the Teacher Performance Assessment Form in 
Module B--4, Develop a Lesson Plan, as a guide ^ 



Based on the requirements of your lesson plan, select an apprbpriate 
"subject matter expert " This need not be a'fterson outside your immediate 
school or university environment Since this is a simulation, it would be 
preferable to use a peer, colleague, orjesource person with the necessary 
expertise to make an effective presentation Contact the expert, make 
arrangements for him or her to make the presentation, and prepare him or 
her for the presentation 



In a simulated classroom or laboratory situation, prepare a class of one to 
five peers for the presentation and^with the subject matter expert; present 
your lesson to the group of peers These peers will serve two functions (1 ) 
they will role-play the students to whom you and the expert are presenting 
the lesson, and (2) they will evaluate your performance If peers are not 
available to you, you may present your lesson to your^resource person 

f^Tultiple copies of the Lesson Presentation Checklistare provided in this 
learning expenence Give a copy to each peer, or to your resource person, 
before -making the presentation in order to ensure that each knows what to 
Idokfor in the lesson. However; indicatethafduring/he lesson, all attention 
IS to be directed toward you, and that the checklisis are to be completed 
after the'lesson is finished 

i ' 

r 
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If you are enrolled in university classes covering professional or technical 
skills, and if you have access within these-classes to a portable conference 
telephone, you may v\^ish to make use of this situation to gain practice in 
using the portable conference telephone. -At a time when a subject matter 
expert could be used to help your cl^ss to achieve 'a parltaylar course 
opjective, try to arrange for your professor or instructor to allow you to take 
over the class temporarily. Locate and make arrarigements with an appro; 
priate subject matter expert. Prepare b'bth thfe expert and the class for the 
presentation or lnterv4^w. Set up and test the equipment, monitor or 
moderate the presentation, and conduct the necessary follow-up ac- 
tivities. 

/ • • 
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LESSON PRESENTATION CHECKLIST 



Directions: Place an X m the NO. PARTIAL, or FULL boy! to indicate that 

each of the following performance components was not accomplished, 

partially accomplished, or fully accomplished If. because of special cir- 
cumstances, a performance component was not applicable, or impossible 
to execute, place an X to the N/A box Resource person 



LEVEL OF PERFORMANCE 



In the prepariMon stage, the teacher: 

1. provided the class with informatiofi about the visitor and theobjectivel 
of the presentation prior to his/her arrival 

2. organized classroom learning'activities to lead up to the topic of the 
subject matter expert's presentation 

3 planned cooperatively with the class what responsibilities they would 
- havejn terms of taking notes, passing a test, producing a report, etc 

4, informed the class about the standards of behavior which would be 
expected durihg the presentatior^ 

During the subject matter expert's visit, the teacher: 

5, arranged for the visitor to be greeted* a^d properly introduced to the 
class 4 ^ 

s 

6 maintained control of the group s behavior and took care of routine 
matters as necessary 

^ 7 assisted the visitor in handling the qliestion-and-answer^riod of the 
presentation ^ 

8 drew the presentation penod to a close at the end of the allotted time 

Based on the expert's presentation, he/she appeared to have been: 

9, pnenfed to the purposes and objectives of the presentation 

10, given a list of questions fhat the presentation should answer 

1 1 , provided with information atJout the class and its special needs and/or 
interests 

12, provided with adequate information about the date, time allotted, 
location of the classroom, and other routine matters 

1^. adequately provided for in terms of r^eeded facilities or equipment 

After the subject matter expert's visit the teacher: 

14 helped the class summarize the mam ideas and points presented by 
the expert ^ 
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□ □ □ □ 



15. related the present^ion to past and future classes 

16. d^eloped with the help of the class a summary evaluation of the i i | | I j [ [ 
presentation ' — ' ' — — 

17. arranged for a formal letter of thanks to be sent to the subject matter r— i |~| [ | ^ 
expert ... 



18. the usfe of a subject matter expert seemed to^be an appropriate tech- ^ rl ^ I I I I |] 
' riique based on the objectives of the lesson I — ' ' — — ' ' — 

19. the subject matter expert possessed the qualities necessary to make a i i *j | | \ 
successful presentation ' — ' — 't-' 

20. the subject matter expert successfully aided students in meeting the i [ [ [ [ [ | | 
lesson objectives ' — — — 



LEVEL OF PERFORMANCE: All items must receive FULL, or N/A responses. If any item reiceives a NO or 
PARTIAL response, the teacher and resource person should meet to determine what additional^ activities the 
teacher needs to complete in order to reach competency in th^ weak area(s). 
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LESSON PRESENTAtlON CHECKLIST 



Mame 

f 



Dlrec«orv«: Race aa X in the MO. PARTIAL, or FULL^box to indicate that 

each of the foflowing performance components was^not accomplished: 

partially accomplished, or fully accomplished. If. because of special cir- 
cumstancefs, a performancacomponent was not applicable, or impossible 



"to execute, ,pla(je X in the N/ A box. ^ ^ Resource Person 
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□ 
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LEVEL OF PERFORMANCE 



In the preparation stage,%^ teacher: 

1. provided the class with information about the visitor and the objectives 
of the presentation prior to his/her arnval 

2. organized classroom learning activities to lead up to the topic pf the 
subject matter expert's presentation 

3. plaopked cooperatively with the class what responsibilities fhey would 
ha^ in terms of taking notes, passing a test, producing a report, etc 

4. informed the class about the standards of behavior wRich would be 
expected during the presentation ...... 

During the subject matter expert's visit, the teacher: 

5. arranged for the visitor to be greeted and properly introduced to the i — i rn f — u 
class . ^ , . ^ U U LJ LJ 

6. maintained control of the group's behavfor and took care of routine^ i — i ^ r— i i — i . i— n 
matters as necessary *: , i . I I I I h_l LJ 

, 7. assisted the visitorin handling the question-and-answer period of the i — i i — i , m 

presentation i I I I I I I I I 

8, drevy the presentation period to a close at the end of the aliotted time □ □ □ □ 

Based on the expert's presentation, he/she appeared to hav6 been: i — i | — i i — i i — i 

9. oriented to the purposes and objectives of the presentation • I I I I I I I I 

10 given a list of questions that the presentation slk)uld answer' 

11. provided with information about the class and its special needs and/or i — i rnJ | — | i — i 
interests , . | | |_J'. | | j | 

12. provided with adequate information about the <Jate, time allotted, i — i i — i j — i i — i 
location of the classroom, and other routine matters . . I J I I 1 I I I 

13. adequately provided for in terms of needed facilities or equipment □ □□ □ 

After the subject matter expert's visit, the teacher: », 

14 helped the class summarize the main /ideas and points presented by i — i i — i i — i rn 

theexpert \ ■■■ U U U LJ 



1 



'15. related the presentation to past and future clslsses 

16. developed with the help Of the cfass a summary ( 
presentation 



expert 

Overall 

the 
nique 



18. Wuse of a subject matter expert se^ed to be an appropriate tQCh- i i i 1 fl ' Fl 
nique b^sed on the objectives of the lesson * — ' ' — — 



objectives 
cper 

successful presentation 



20., the subject matter exper^ successfully aided students in meeting the r— f Q Q ^ ^ 
• * lesson objectives • 
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LEVEL OF PERFORMANCE: All items must receive FULL or N/A responses. If any item receives a NO ot 
PARTIAL response, the teacher and resource person should meet to determine-whrnt additional activities the 
teacher needs to complete 4n order to reach competency m the weak area(s). m 
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tESSON PRESENTATION CHECKLIST 



Directions: Place an X in the N|p, PATtTIAL, or FULL box to indicate that' 

each of the following performance components was not accomplished, 

partially accomplished, or fully accomplished, If, because of special cir- 
cumstances, a performance component was not applicable, or impossible 



^ Jo execute, place an X in the N/A box Resource person 



LEVEL OF PERFORMANCE 



In the preparation stage, the teacher: 

1. provided the class with information about the visitor and the objectives 
of the presentation prior to his/her arrival 

2. organize classroom learning activities to lead up to the topic of the 
Subject matter expert's presentation 

3. planned cooperatively with the class what resporjsibilities they would 
^ have in terms of taking notes, passing a test, producing a report, etc 

4. informed the class about the standards of behavior which would be 
expected during the presentation 



During the subject matter expert's visit, the teacher: 

arran 
class 



5. arranged for th^isitor to greeted and properly introduced to the 



6. maintained control of the group's behavior and took care of routine^ 
matters as necessary . ) . . . ... 

7 assisted the visitor in handling th'et|uestion-and-answer period of the 
presentation . . .... 

a drew the presentation period to a close at the end of the -allotted time 

Based on the expert's presentation, he/she appeared to have been: 

9. oriented to ttie purposes and objectives of the presentation . 

to! given a list of guestions that the presentation should answer 

11. provided with information about the class and its special nebds and/of 
interests . . . * ...» 

12. provided with adequate information about the date, time allotted, 
location of. the classroom, and other routine matters . . . 4, . . 

13. adequately provided for m terms of needed f^lities or equipment 
After the subject matter expert's visit, the teacher: 

14. helped the class summarize the rnain ideas and points presented tm 1 — 1 1 — 1 1 — 1 r~l 
> 'theexpert . .. . , U U U LJ 
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15. related the presentation to past and future classes . 

16. developed with the help of the class a summary ev 
presentatioh ... 



e)cpert 

Overall: / 

18. ' tfie use of a subject nfetter expert seemed to 

nique based on the objectives of the lesson 

19. the subjfect matter expert possessed the quahj 
successful presentation .. . : • 

20., the subjfect matter expert successfully aided 
' lessori objectives 



LEVEL OF PERFORMANCE: All items mtlgt receive FULL, or N/A responses If any item receivi^ NO or 
PARTIAL response, the teacher and resource person should meet to determine vi/hat additional a6tf^es the 
teacher needs to c'ompfete in order to reach competency in the vi/eak area(s). 
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LESSON PRESENTATION CHECKLIST 



Name 



Directions: Place an X in the NO, PARTIAL, or FULL, box to indicate that 
each of theiollowing^rformance componenft was not accomplished, 
partially accWnplished, or fully accomplished If, because of special cir- 
cumstances, a performance component was not applicable, or impossible _^ 

to execute, place an X in the N/A box. " Resource Person 



Date 



.J' 



« , LEVEL OF PERFORMANCE 

c 



In th« preparation stage, the teacher: ^ 

1 .'-pa:i^idedJhe_classAv4J^ about the visitor and the objective 
of the presentation pri^Tv|o his/her arrival 

2. orgaftized classroom learning activities to lead up to the topic of the 
subject matter expert's pre^ntation 

3. planned cooperatively with^ class v/hat responsibilities they would 
hsrt'e in terms of taking npfes, passing a test, producing a report,^etc 

4. informed* the class about the standards of behavior which would be 
expected dunng the presentation 

During the subject matter expert's visit, the teacher: 

5. arranged for th^ visitor to be greeted and properly introduced to the 
class 

6. maintained control of the group's behavior and took care of routine 
matters as necessary . ^ 



presentation 

8. drew the presentation penod to a close at the end of the allotted time 

\ 

Based on the expert's presentation, he/she appeared to have t>een: 

9. oriented to the purposes and objectives of the prestentation 

10.^^iven a list of questions that the presentation should answer 

1 1 pro7i<)ed with information about the class and rts special needs and/or 
interests * ' 

12 provided with adequate information about the d3te, time allotted, 
location of the classroom, and other routine matters . 

13 adequately provWed for in terms of needed faCtlfffeg or" equipment 

After the sul>)ect matter expert!s visit, the teacher."* 

-14 helped the class sumoianze the mam ideas and points presented by 
the expert . , . . 











LJ 


□ □ 


h 

l_l 


1 — 1 

□ 


□ 


□ 


1 — 1 


□ 


□ 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 




□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 



^ PQ . 

ERIC « 30 



/• 



( 




-0 0 \h □ 



15. related the presenta^n to past and future classes .. • 

16. developed with th^S^of the class a -summary evaluation of the i— | Q Q-' 
presentation 

17. arranged for & formal letter of thanks to bfe sent to the subject matter 
expert .... ' ' ■ ' 

18y the'use of a subject matter expert seemed to bean approprrate^t^^^^ n fl G [U^* 
nique based on the objectives of the lesson ' — - — • ^ 

19. the subject matffef expert possessed the qualities necessai7 to nriak^^^ □ "^^Q Q d 
successful presentation . .v . f. • • • . . 

20 the subject matter expert successfully aided student? m meeting ^he • p j [J , Q Q 
lesson objectives . ; • • • ' * 



LEVEL OF PERFORMANCE: All items must receive FULL br N/A responses If any item receives a NQ or 
PARTIAL response, the teacher ao^fesource person should meet to determine vyjiat additional activities the 
teacher needs to complete in order to reach competency in the weaKarea(s). 
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LESSON PRESENl^TION CHECKLIST 



/ 



Directions^ Place an X in th^ NO, PAR*TlAL, or FULL box to mdtcate.that 

-each of the foflowmg periormdnce cojpponents was not accomplished, 

^ partially accomplished, or -fully accomplished* If, because of special cir- ^^'^ 

cumstances, a performance component was not applicable, or impossible ^ 

to execute, p\ice an X in the N/A box Resource Person 



In the preparation stage, thts teacher: 

1 . 'provibed t^je class with information about the visitor and the objectives 
' -«f the presentation pnor to his/her arrival 



subject matter expert's pre^ntatji 



"4 Informed the class about ihe standards of behavfor which would be 
. expected during the presentation' 

During the subject matter expert's visit the teacher: «^ 

• 5 arranqedior the visitor to be qreeted and properly introduced tb the 



6 maintained control of the group's behavior and took care of routine 
matters as necessary , , 



pres^ntatlon ^ 

8. drew the presentation penod to a close at the end of the allotted time 

* * 

Based on the expert's presentation, he/she appeared to have been: 

9 oriented to the purposes and objectives of the presentation 

10 given a' list of questions that th6 presentation should answer 



12 provided -With adequate information about the date, time allotted, 
location of the classroom, and other routine matters 

J 3 adequately provided for in terms of needed facilities or equipment 

After the subject m^er expert's visit, the teacher: 

14 helpe<i the class summarize the mam ideas and points presented by 
. the expert . . ^ , 



LEVEL OF PERFORMANCE 
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15. related the presentation to past and tutu re 'classes 

16. developed, with the help of ihe class a summary evaluatiorr of the 
presentation • ■ 

M. arranged for a formal letter of thanks to be sent to the subject matter 
expert • % — 

Overall: 

18- the use of -a subject matter expert seemed to be an appropriate tech- 
nique based on the objectives of the lesson . . 

^ 19 the subject matter expert possessed the qualities necessary to make a 
successful presentation 

20 the subject matter expert successfully aided students in nrie^tmg the 
lesson objectives ^ 
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LEVEL OF PERFORMANCE: A)l items must receive FULL, oc N/A responSeB. If any item receives a NO or 
PARTIAL ^ponse, the teacher and resource person should meet to determine what additional activities the 
teacher needs to complete, in order to reach competency in the weak area(s) 
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Learning Experience III 

r FINAL EXPERIENCE 




Activity 




r 



in an actual achool sttuatton*. use a subject matter expert to present 

information. ' , , * , 



As you plan your {jfesons, decide when usin^^^a subjept matter expert to 
pr^ent mformatiohcouM be used effectively to aid in nneeting the lesson 
objectives. Based onlhat decision, use a subject nrialtet expert to present 
information. This will include— 

selecting, modifying, or developing a lesson plan which includes the 
use of thi&tec*hnique 

seiectivig, corltacting. securing. arKl preparing an appropriate subject 



4 



matter expert' ^ 

• .preparing the students for the expert's presernation 

• arrariging the setting and securing needed equipment 

• presenting the lesson ^ith the subject matter expert 

• conducting needed follow-up activities ^ 

NOTE: As you complete each of the pnaliminary activities above, document 
youf actions (in writing, on tape, through a log) for assessment pvposes. 

Your resource persorf'may want you to submit your written lesson plan t(V 
him/hei^or evaluation t>efore you present the lesson. It may be helpful for 
your resource person to use the TPAF from Module B-4. Develop a Lesson 
Plan, to guide his/her evaluation. , ' 



Optional J 
Activitf m 




You may also wish to plan ar>d conduct a presentation using a subject 
matter expert in a telephone conference situation. If you choose to do this, 
arrange in advance to have your resource pBrson ot)serve your perfor- 
rmance. 



Arrange In advance for you/ resource person to review your documenta- 
tion and observe the lesson presentation. 



Yourtotalcompetency will be a s s e s s e d byyour resource person. Itsing the 
Tefictier Performance Assec^smenf Form, pp. ^36.* 

3as6d upon the criteria specified in this assessment instrument, your 
resource person will determine whether you are competent in using a 
subject matter expert to present information. 



u«l school Situation, 8«e th« msKje back cover 
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^ TEACHER PERFORMANCE ASSESSMENT FORM 

Use Subject, Matter Experts to PrefSfent Information {C-20) 



Directiont: Indicate the level of the teacher's accomplishment by placing - 

anXintheappropriateboxundertheLEVELOFPERFORMANCE heading, ^.te 

If, because of special circumstances, a performance component was not 

applicable, or impossible to execute, place an X irrthe N/A box ' R«iOurc« Person 



* LEVEL OF PERFORMANCE * 

1 made the decision to us6 a subject matter expert on q-j * 



In the dedtion and selection stage, the teacher: 

made the decision to us6 
educationally sound bases 



2 selected a subject matter expert who appeared to have 
the qualities necessary to make a successful presenta- 
tion ' . , . . 

S6PiiroH P)H miniQtrstiuP snnrDunl fr\r iiQinn tko pv nort 
w. <9^ii#uiwj au 1 1 ill 11311 all vc a|J|Ji^vai uoiliu CAL/t?il 


\ I 


□ □ 

, □ □ 


1 1 


1 II 1 


nn 




In the planning and preparation stage, the teacher: 

4. oriented the subject matter expert to the purposes and 
objectives of the proposed presentation 


□ 


□ □ 


□ 








5. prepared with students a list of questions that should be 
answered by the expert's presentation 


□ 


□ □ 


□ 


□ 


□ 




6 provided the expert with information about the class and 
Its special needs -and/or interests - . ^ 


□ 


i 




.□ 


□ 




7. provided the subject matter expert with mformatiorh 
about the date, time allotted, location of th^ classroom, 
^ and other routing matters 


□ 


« 




□ 




A 


8. assisted the exp#t in seJectmg techniques or preparing 
the presentation if necessary 


* 

□ 


□ h 


□ 


□ 






^ 9. arranged for any special equipment or classroonn ^ 
facilities as required by the presentation or requited by 
the expert 


□ 


□ □ 


□ 


□ 


□ 




10. provided the class with information about Ithfe visitor and 
the objectives of the presentation prior to his/her arnval 


□ 




□ 




□ 




1 ) . organized classroom learning activities to lead up to the 
topte of the subject matter expert s presentation 


□ 


□ □ 
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□ 


□ O 




\i. planned cooperatively with the class V>e responsibilities 
which they would have in terms of taking notes; passing a 
test, producing a report, etc . 


□ 


□ □ 


□ 


□ □ 

I' 
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^ / ^ ^ ^ 



13 informed the class about the standards of behavior i i i i i | rn pi I I 
whrch vvould be expected during the presentation I — I I — II — II — I ' — » ' — * 

During the subject matter expert's visit, the teacher: 

14 arranged for the visitor to be greeted and properly intro- 
duced to the class 

15 maintained control of the group s behavior and took care 
of routine matters as necessary 

16 assisted the visitor in handling the question-and-answer 
^ period of the presentation 

17 drew the presentation period to a close at the end of the 
allotted time 

After the subject matter expert's visit, the teacher: 

18 helped the class summarize the mam ideas and points 
presented by the expert 

19 related the presentation to what the class Kad already 
learned and to future learning « 

20. developed with the help of the class a summary evalua- 
' tion the presentaticm u 

21. arranged for a formal letter of thanks to be sent to^the 
subject matter. expert 



LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses If any item 
receives a NOUB, POOR, or FAIR response, the teacher and resource person should meet to determine 
what additional activities the teacher needs to complete in order to reach competency in the weak 

area(s). " « 
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ABOUT USING THE CENTER'S PBTE 
MODULES 



Organization 

Each module'is designed to help you gain competency 
m a particular skill ar#a considered important to teach- 
ing success. A module is made"^ of ^series of learning 
experiences, some provrdmg baqkgyour^d information, 
some providing practice experiefices, and others com- 
bining these two functions Completing thes6 experi-- 
ences should enable you to achieve the terminal objec-. 
tive in the final learning experience The final experience 
in each module always requires you to demonstrate the 
skill In an actual school situation when you are an intern, 
a student teacher.'or an mservice teacher 

Procedures 

Modules are designed to allow you to individualize your 
teacher education program You need to take only those 
modules covering skills which you do not already pos- 
sess Similarly, you need not complete any learning ex- 
perience Within a module if you already have the skill 
needed to complete it Therefore, before taking any 
module, you should carefully review (1 ) the Introduction. 
(2) the Objectives listed on p^ 4. (3) the Overviews pre- 
ceding each learning experience, and (4) the Final Ex- 
• perience. 4fter comparing your present needs and com- 
petencies with the information you have read in these 
sections, you shoulcTbe ready to make one of the follow- 
ing decisions 

• that you do not have the<:ompetencies indicated, 
and should complete the entire module 

• that you are competent in one or more of the en- 
abling objectives leading to the final. learning ex- 
perience, and thus can omit that (those) learning 
exper*ence(s) 

• that you are already competent in this area, and 
ready to complete the final learning experience ^ 
order to "test out ^ 

• that the module is inappropriate to your needs at . 
this time 

When you are ready to take the final learning experience 
and have acces^ an actual school situation, make the 
necessary arrangements with your resource person If 
you do hot complete the final experience successfully, 
meet with your resource person and arrange (1) to re- 
peat t^e experience, or (2) complete (or review) pievious 
sections of the module or other related activities 
suggested by your resource person before attempting to 
repeat the final experience 

OptK)ns for recycling are available m each of the 
learning experiences preceding the final experience 
Any time you do not meet the mmipum level of perfor- 
mance required to meet an objgctive, you and your re- 
source person may meet to select activities to help you 
rfeach competency Thi^ could involve (1) completing 
parts of the module previously skipped. (2) repeating 
activities, (3) reading supplementary resources or com- 
pleting additional activities suggested by the resource 
person, (4) desiflrting your own learning experience, or 
(5) completing some other activity suggested by you or 
your resource person 



Terminology 

Actual School Situation . refers to a situation in 
which you are actuaify working with, and responsible 
for, secondary or post-secondary vocational students in 
a real school An intern, a student teacher, X)r ag in- 
service teacher Would t>e functioning in an actual school 
situation If you do not have access to an actual school 
situation whep you are taking the module, you can com- 
plete the module up to the final learning experience. You 
would then do the final learning experjence later, i.e , 
when you have access to an actual school situation 
AKemate Activity or Pvedback refers to an item or 
feedback cfevice which may subatltute for required 
Items which, due to special circumstances, you are un- 
able to complete 

Occupational Specialty refers to a specific area of 
preparation within a vocational service area (e.g the 
service area Trade and Industrial Education includes 
occupational specialties such as automobile me- 
chanics, welding, and electricity) 
Optional Activity or Feedback refers to an item 
which IS not required, but which is designed t^upple- 
ment and enrich the required items in a learning experi- 
ence 

R^urce Person - refers to the person in charge of 
your\educational program, the professor, instructor, 
admiri^trator, supervisor, or cooperating/ supervisyg/ 
clas^om teacher who js guiding you i^ taking This 
module 

Student refers to the person who is enrolled and 
receiving instruction m a secondary or post -secondary 
educational institution 

Vocational Service Area refers to a major vocational 
field agricultural education, business and office educa- 
tion, distributive education, health occupations educa- 
tion, home economics education, industrial arts edu- 
cation, technical education, or trade and industrial edu- 
cation 

You or the Teacl^er refers to the person who is tak- 
ing* the module- 



Levels of Performance for Final Assessment 

N/A The cnterion was not met because it was not 
applicable to the situation ^ 
None No attempt was made to meet the criterion, 
although it was relevent * 

Poor The teacher (S wnable to perform this skill or 
^as only very limited ability to perform it 
Tair . The teacher is unable to perform this skill in an 

acceptable manner, but has some ability to perform it 

Good i The teacher IS able to perform thi$ skilhn an 

effectjw manner 

Exbellent The teacher is able t© perform this skill in a 
very effective manner 
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Titles of The Cenfer's ^ ^ 
Performance-Based Teach^ Education Modules 



Calpofy A: P?ogr«m Ptannln* Dtvlopmf t t Mid Evakiatton 

A-1 Pref^ for a Community Survey 

A-2 Conduct • Community Survey 

A-S' iiport ttw Rndlngs of • Community purvey 

A-4 Wganize an Occupational Adyiaory Committee 

A-5 Maintain an Occupational Ad^ts^ Commit»e 

A-6 Develop Pfbgrain Goals and Otjfectiv^ 

A-7 Conduc^v Occupational Anaiysw 

A-8 Develop a Course of Study 

A-9 Develop Long-Range Program Plan^ 

Conduct a Student FoMow-Up Study 

Evaluate Your Vocational Program 

C t agofY B: Inatmctfonai Planniita^ 

B-t Determine Needs knd tntei^ts of Students 

B-2 Develop Student Performance Obfectives 

B-3 Develop a Unit of Instruction 

B-4 Develop a Lesson Plan 

B-5 Select Student Instructional Matenals ' ^ 

B-6 Prepare Teacher-Made Instructional Matenals 

C«le90fy C: Niatructtonai Execution 

' C-1 Direct Field Tnps 
C-2 Conduct Group Discussions, Panel Di9cu8»»ons. and 
Symposiums 

C-a Employ Brainstorming, Buzz Group, and Question Box 

^ Techniques 
C-4 Direct StOdents tn Instructing Other Students 
C-5 Employ Simulation Techniques 
C-e^ QuKle Student Study 
C-7 Otoct Student Laboratory Experience 
C-8 '^Direct Students m Applying ProWerlvSolving Techniques 
C-9 Ertiploy t^e Project Method 
C-10 Introduce a Lesson 
C-11 Summarize a Lesson 
C-1 2 Empiov OrafOue^tonir^ Techniques 
C-13 Employ Reinforcement Techniques 

-e-14 Provide Instruction for Slower and More Capable Learr^ers 
C-1 5 Present an Illustrated talk 
C-16 Demonstrate a Manipulative Skill 
C-1 7 Demonstrate a Concept or Principle 
C-18 Individualize Instruction 
C-19 Employ the Team Teaching Approach 
C-20 Vee Subject Matter Experts to PresefM Information 
C-24 Prepare Bulletin Boards and Exhibits ' 
C-22* Present Information with Models. Real Objects, and Flannel 

Boards . ^ . 

C-23 PreM|»t Information with Overhead and Opaque Matenals 
C-24 PrSent Information with Fllmstnps and Slides 
C-25 Present Information with Films ^ 
C-26 Present Information with Audio Recordings 
C-27 ' Preeent Information with Televised and Videotaped Materials 
C-28 Emp*>y Programmed Instruction 
C-29 F^reeent information witjfi the Chalkboard and Flip Chart 

Clagofy 0: Niatnicttonai EvatuatSon 

CK1 Establish Student Performance Cnteria 

D-2 Assess Student Performance Knowledge^ 

D-3 Assess Student Performance Attitudes 

0-4 Assess Student Perfqrmance Skills 

D-5 Determlne»6tudent Grades 

D-6 Evaluate Your Instructional Effectiveness 

CaleQOfy C: msmidlonal Managsi|nenl 

^-1 Pro^ lustructiQnal Resource r4eeds ^ _ 

E-2 Manage Your Budgeting and Reporting Responsrorlities 

' E-3 Arrange for Improvement of Your ^/ocatlonal Facilities 
E-4 Maintain a filing System 



E>5 Provide for Student Safety 

E-6 Provide for the First Aid h4eeds of Students 

E-7 Assist Students m Developing Self-Dtscipline 

E-e Organize the Vocational Laboratory 

E-9 Manage the Vocational Laboratory 

Category F: Quld^ 



F-1 Gather Sti3^l*ta Using Formal Data-Collection Jechniqu^ 

F-2 ' ^ ■ " ' " ■ ^ 
F-3 
F-4 
F-5 



Gather Student Data Through PersoniU Contacts 
Use Conferef»6<te to Help Meet Student Needs 
Provide Information on Educational and Career Opportunities 
Assist Studente in /V>P»y»ng for Employment or Further Ed ucation 



Category Q: Schod^ommunlty Relations 



G-1 Develops Schoo^Comm unity Relations Plan for Your Vocational 
Program 

G-2 Give Presentstions to Promote Your Vocational Program 
G-3 Develop Brochures to P^rfnote Your Vocational Progr^ 
"^-4 Prepare Displays to Promote Your Vocational Program 
G-5 9t%p^ r4ews Releases and Articles Concerning Your Vocational 

G-6 Arrange^for'^iwrsio and Radio Presentstions Concerning Your 

Vocational Program 
G-7 Conduct an Open House 
G-e Work with Members of the Community 
G-9 Work with SUte'and Local Educators 
G-10 Obtain Feedback about Your Vocatiooaf Program 

Category H: Student Vocational Organteatlon 

W-\ Devetop a Personal Phitosophy Concerning Student Vocational 

Organ izatiorts 
H-2 Establish a Student Vocational Organization 
H-3 Prepare Student Vocational Organization Members for 

Leadership Roles ^ , 

H-4 Assist Student Vocational 'Organization Members in^elopmg, 

and Financing a Yearly Program of Activities ^ 
H-5 Supennse Activfues of the Student Vocational Organization 
H-6 Guide Participatkjn in Student Vocational Organization Contests 
Cftegory I: Professional Role and Development 
1-1 Keep Up-to-Date Professionally 
t-2 Ser^ Your Teaching Profession 
1-3 Develop an Active Personal Philosophy of Education 
1-4 Sen« the School an d Com munity 
1-5 Obtain a Suitable TefiCnma Position 
k6 Provide Laboratory Expeninces for Prospective Teachers 
V7 Plan the Student Teaching Experience 
1-8 Supervise Student Teachers ^ 
t:ategory J: Coordination of C^operattve Education 
j-1 Establish Guidelines fof Your Cooorattve Vocational Program 
j-2 Manage the Attendance. TransfwC and Terminations of Co<)p 

Students ^ 
j-3 Enroll Students m Your Co-Op Program 
j-4 Secure Training Stations for Your Co-Op Program 
j-5 Place Co-op Students on the Job 
j-6 Devetop the Training Ability Of On-the^ob Instructors 
j-7 'Coordinate On-the-Job Instruction 
J-e Evaluate Co-Op Students' On-lhe-Job Pertormance 
j-9 PrepMV for Students' Related instruction 
'J-10 Sopenrtse an Emptoyer-Emptoyee Appreciation Event 

RELATED P0BUCATI0N8 

Student Guide to Using Pertormance-Based teacher Education 
Materials „ ^ ^ ^ 

Resource Person Guide to Using Performance-Based Teacher 
Education Matenals ^ u 

Guide to the Implementatton of PertoiVnance-Based Teacher Education 



% For Informstlon r^otrdlng •vallabfllty aiKl prtc«i of th«M m«t*rl«li contsK^t- 

AAVIM 

Amertcarr Association for Vocational Instructional Materials 

120 Engineering Center e University of Georgia e Athsns. Qeorgia 30602 e (404) 542-2586 



